
T LEVEL INDUSTRY PLACEMENT SMALL TEAM PROJECT BRIEFS

STREAMLINING ADMIN PROCESSES FOR IMPROVED SERVICE DELIVERY


Employer brief

Project title: Client-Ready: Streamlining admin processes for improved service delivery

Business name: Thornbridge Accounting Ltd

Placement contact: Daniel Morris, Office Manager

Sector: Professional Services - Accountancy

T Level route: Management and Administration

Occupational Specialism: Business Support

Team size: 3-5 students

Placement format: 3-week block or equivalent (students based at main office with access to real files, templates, or observations)

This is a 3-week project, ideally delivered as a block placement with students primarily based at our head office in Cambridge, with the option to visit a second site (e.g. Ely or Braintree) as needed. Students will manage their day-to-day work as a team, with regular check-ins with Daniel Morris.


Project context

Thornbridge Accountancy is a regional firm with three offices across the East of England. We support hundreds of small businesses with their accounting, bookkeeping, and payroll needs. As a growing company, we rely heavily on our office teams to ensure that everything runs smoothly behind the scenes, from client onboarding and document collection to internal file management.

We’re inviting a small team of T Level students to work with us on a focused business improvement project. Their task is to review one or more key admin processes, such as client onboarding, quarterly document chasing, or meeting prep, and identify where we can reduce inefficiency, minimise duplication, and standardise how we work across our three offices. We’d welcome fresh eyes, and we’re keen to implement realistic, sustainable and cost-effective improvements that can help our team be more client-ready and less admin-burdened.



Project objectives

The student team will:
· Observe and document how a current admin process is carried out across sites
· Map out the current steps, tools and handover points
· Identify common challenges (e.g. delays, duplication, unclear responsibilities)
· Research and recommend improvements (e.g. new templates, clearer instructions, better digital tracking)
· Present a streamlined proposal with example resources we could adopt


Team tasks and activities

Working to Daniel Morris, Office Manager, students will:
· Attend a briefing to understand the business, admin process and expectations
· Shadow relevant staff and review example admin documents or templates
· Conduct a process mapping exercise (e.g. flow chart or checklist)
· Identify differences, inefficiencies or risks and suggest better ways of working
· Create new or improved templates, SOPs, or checklists
· Prepare a short presentation and improvement pack for the management team

Expected outputs

· A short process map or flowchart of the current and proposed workflows
· A “Business Case for Change” summary (2–3 pages) outlining suggested improvements
· Sample resources – e.g. email templates, standardised forms, admin checklists
· A short presentation to the senior admin or management team

Skills and knowledge developed

· Process mapping and critical analysis
· Business communications and report writing
· Planning and organising improvements
· Teamworking in a live office environment
· Working with confidentiality and professionalism

Support and supervision

Daniel Morris will act as the project lead and main supervisor, providing:
· A full project briefing and site induction
· Access to anonymised admin documents or workflow examples
· Opportunities to speak with staff who use the process
· Weekly check-ins and guidance on draft outputs
· A final presentation session with the senior office team

We’re excited to see how this fresh-thinking project could reduce admin friction and improve how we serve our clients.
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Provider brief

Project title: Client-Ready: Streamlining admin processes for improved service delivery
Employer: Thornbridge Accounting Ltd 
T Level route: Management and Administration
Occupational Specialism: Business Support
Team size: 3-5 students
Placement model: 3-week block or equivalent
Delivery setting: Primarily on-site at employer location, with optional provider-based follow-up for research or document creation



Project summary

Working with Daniel Morris, Office Manager at Thornbridge Accountancy Ltd, students will complete a live business improvement project designed to evaluate and improve one or more key administrative processes. This may relate to client onboarding, quarterly document requests, or meeting preparation.

Students will observe the current process in action, speak with staff, map out the workflow, and recommend improvements. They will also develop a set of supporting materials – such as email templates, checklists or SOPs and present their ideas to the management team.

This project provides a valuable opportunity to apply core business support skills in a real-world setting while supporting process efficiency in a growing SME.


Mapped Core Component learning content

(Aligned to City & Guilds T Level specification)

	Performance Outcome (PO)
	How it’s addressed in the project

	PO1: Support the overall running and operation of a business
	Students analyse and improve key day-to-day admin processes


	PO2: Use systems and software to support business functions
	Students explore digital tools, forms and templates used in the workflow


	PO3: Communicate to support business functions
	Students create clear and professional documentation and present findings


	PO4: Problem solving to improve business practices
	Core project goal: identify inefficiencies and propose realistic improvements




Suggested student outputs

	Week
	Focus
	Key Activities

	Week 1
	Orientation & Discovery
	Site induction, admin process shadowing, gather templates, speak to staff

	Week 2
	Analysis & Improvement Design
	Process mapping, identify pain points, research better workflows and solutions

	Week 3
	Drafting & Presenting Solutions
	Create templates/resources, write summary report, prepare and deliver presentation




Suggested pre-placement preparation

· Pre-placement briefing: ensure students understand the employer context, confidentiality requirements, and scope of the admin process

· Technical up-skilling: recap core admin principles (accuracy, clarity, tone, confidentiality, version control)

· Process mapping tutorial: introduction to flow charts, swimlane diagrams, and step-by-step guides

· Business communication workshop: refresher on writing professional emails, internal documents, and reports

· Teamworking and conduct: agree on ways of working together, communicating with the employer, and managing tasks

· Clarify that the employer (not the provider) will lead on project oversight and in-placement supervision

Tutor Responsibilities
· Provide contextual prep and recap relevant specialism content
· Support student reflection and learning log activities
· Maintain contact with Daniel Morris for check-ins or pastoral matters
· Coordinate student presentation timing and final submission
· Gather feedback from the employer for inclusion in student records or portfolios


Evidence for student portfolio

Providers should support students to gather and reflect on the following evidence:
· Final process map and summary report
· Sample materials produced (e.g. templates, SOPs)
· Presentation slides
· Reflection logs, peer reviews or evaluation forms
· Employer feedback (verbal or written)
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